DEPARTMENT OF THE ARMY
6th Area Support G oup
Kel | ey Barracks
APO AE 09107

AESG- AMSO ( 715) 10 AUG 1999

MEMORANDUM FOR AlIl Mlitary and Civilian Personnel of the
6'" Area Support Group

SUBJECT: Menorandum of Instruction (MJ) for 6th ASG Use of
t he Governnent - Wde Comercial Purchase Card Program

“"THI'S MEMORANDUM IS | N EFFECT UNTI L SUPERSEDED"

1. Purpose. To provide guidance and information on the use
of the International Merchants Purchase Authorization (I MPAC)
VI SA Card. This policy applies to all 6th ASG organi zations
and its Area Support Teans (AST).

2. Intent. To create a “stand al one docunent” which custoners
can read to obtain information rather than searching for the
information. The MJ explains specific command requirenents
on the adm nistration, usage and financial aspect of the
Purchase Card program using appropriated funds.

3. Action Oficer is M. Karl-Heinz Mieller, 6" ASG | MPAC
Program Coor di nat or, at DSN 421-2187 or e-mail
nmuel | erk@asg. army. m | .

Encl M CHAEL L. KI MVELL
Col onel, TC
Commandi ng
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SECTI ON 1: | NTRODUCTI ON

1.1 Program Overvi ew.

1.1.1. Since 1989, the General Services Adm nistration (GSA)
has been contracting for purchase card services for Federal

of fi ces and agencies. The governnment purchase card is an
internationally accepted VISA credit card. The VISA card
bears the Great Seal of the United States along with a
restricted use designation. ("For Oficial Use Only"). This
card is designed to provide both procurenent and non-
procurenent personnel with a sinplified nethod for purchasing
and paying for comercially avail able supplies and services.

1.1.2. The Governnent purchase card program achieves

gover nnment - wi de savi ngs by reducing the adm nistrative costs
associated with the purchase of comercially avail abl e goods
and services. GSA estimates $700 mllion in savings since the
prograni s inception. Governnent Accounting Ofice (GAO
audits show that we save nore than $90 for every purchase
using the card versus other procurenent nethods. The
Departnent of Defense goal for card use by the year 2000 is
90% The US Arny Europe (USAREUR) goal is 80% due to the
difficulties we face in obtaining card acceptance wi th Host
nation vendors.

1.2. Authority.

1.2.1. Executive Order 12352 on Federal Procurenent Reforns
set forth requirenments for federal agencies to establish
prograns for reducing adm nistrative costs and ot her burdens
that the acquisition functions may inpose on the Federal
Governnment and the private sector. GSA devel oped the current
program for the purpose of extending credit card services to
all government agencies and to establish a nore efficient,
cost-effective method of purchasing and paynent.

1.2.2. GSA awarded a master governnment contract in February
1998 for Fleet, Travel and Purchase Card Support Services.
This master contract allows nultiple card issuers to conpete
for the fleet, travel, and purchasing prograns of federal
departnments and individual agencies. GSA awarded six (6)
indefinite delivery/indefinite quantity, firmfixed price task
order contracts. These contracts provide a worl dw de
procurenent, paynent and functional data storage nmechanismto
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support/stream i ne purchase and paynent systens. Products or
services are ordered by issuance of task orders to any of the
follow ng contractors for Fleet, Travel, and Purchase Card
support services:

Anmeri can Express

Ci ti bank

First National Bank of Chicago
Mel | on

Nati ons US Bank

1.2.3. The effective dates of the master contract are
Novenmber 30, 1998 through November 29, 2003, with five 1-year
options to renew. On 15 June 1998, the Departnent of Defense
awarded a task order to US Bank for purchase card services.
DOD' s task order covers the purchase card services for the
Departnment of the Army, Department of the Air Force, Defense
Logi stics Agency and ot her DOD conponents.

1.2.4. The procedures contained in this publication do not
apply to purchases nade by Nonappropriated Fund

I nstrunmentalities (NAFIs). NAFI users nmust use the | MPAC card
in accordance with the Arny-w de SOP for US Arny NAFIs.
Surveillance responsibility and inspection will be perfornmed

by the 6th ASG NAF Contracting O fice, 421-2703.

1.2.5. This MJ is effective imediately and is applicable to
all subordinate units and staff elenments of the 6th ASG

These procedures supplement HQ US Arny Contracting Command' s
(USACCE) SOP 22 for | MPAC Usage which is given out during

| MPAC Training. In the event there is a conflict, HQ USACCE
SOP 22 takes precedence. The ternms and conditions of the
contract between GSA and US Bank take precedence over any

ot her procedures.

SECTI ON 2: DEFI NI TI ONS

2.1. Agency Program Coordi nator (APC) - Regional Contracting
O fice Seckenheim s staff nmenber designated to serve as

i ai son ambng 6th ASG, USAREUR, US Bank and the GSA
contracting officer. This person can be reached at 375-3395.

2.2. Acquisition Managenent Staff O ficer (AMSO) - The ASG
staff nmenber who serves as |iaison between the 6th ASG HQ
USACCE and RCO Seckenheim This person can be reached at 421-
2187.



2.3. Activity Type Codes: Codes devel oped by and custom zed
to each organization's specific need that during the

aut hori zation process shall alert the contractor (US Bank) to
purchases/ commodities that should be prohibited. The activity
type codes are also encrypted on the magnetic strip of the
card.

2.4. Approving Oficial (AO: The person appointed by the
ASG CDR and/or Directorate Chief, who is responsible for the
oversi ght of one or nore cardhol ders. Mist review each
cardhol der's nonthly reconciliation and transaction | og.

2.5. Authorization: The process of verifying that a
purchase/ commodity being made is within the established
cardholder limts. Authorization is done by the merchant at
t he point of sale through verification by US Bank.

2.6. Billing Cycle: The period of time, usually 30 days, in
whi ch all accumul ated nerchant charges or any credits are
posted by US Bank to the cardhol ders' accounts.

2.7. Bulk Funded Purchase Request: This is a DA Form 3953
docunent with certified funds for a bul k amobunt and not for

i ndi vi dual specific purchases. The funds are set aside for a
set time-frame (e.g. quarterly, sem -annually or annually).
Cardhol ders need to have this "bul k-fund" docunent certified
by DRM BEFORE he/ she makes ANY purchases with the | MPAC credit
card. The fund cite on this docunent nust be annotated to each
line itemon nonthly bank statenments so that the finance

of fi ce knows which account to nake paynent from The bulk fund
is like a deposit in a checking account with each | MPAC
purchase being a "check" drawn agai nst the account. The
cardhol der nust reconcile all | MPAC buys agai nst the bulk fund
and return this docunent to DRM at the end of the designated
bul k-fund tine frane so DRM can reconcile it against the
activity's budget.

2.8. Cardholder: Person to whoman I MPAC card is issued for
pur poses of making purchases on behal f of his/her

organi zation. The card bears the individual's nane and can
only be used by this individual. A cardholder cannot be

hi s/ her own approving official.

2.9. Defense Accounting Ofice (DAO - The Defense Finance
and Accounting office that provides accounting and paying
services for an assigned organi zati on.



2.10. Dispute Ofice: The ASG s servicing contracting office
whi ch assists the cardholders and US Bank in tracking and
resol ving di sputed purchases/transacti ons.

2.11. Electronic Funds Transfer (EFT) : A process used to
transfer paynments of funds electronically. EFT is a faster,
nore secure nmethod of transferring funds versus using checks.

2.12. Head of Contracting Activity (HCA): The person
designated in AFAR 1.601 (4) and usually the senior npst
procurenent official in a major conmand. The HCA desi gnee
(usually the RCO Seckenhei m Chief) issues witten del egations
of authority to individuals which allows themto make | MPAC
pur chases.

2.13. International Merchant Purchase Authorization Card
(IMPAC): I MPAC is the official Governnent-w de purchase card.
The abbreviation | MPAC is printed on the cards and nost forns
provi ded by US Bank. The acronym "I MPAC' is copyrighted by US
Bank.

2.14. Merchant Type Code: US Bank categorizes each merchant
according to the type of business in which the merchant is
engaged, and ki nds of good and services provided. US Bank

t hen assigns each nerchant a correspondi ng nmerchant type code.
These codes are used as an authorized activity type code on an
individual's card to flag those nmerchants that are

unaut hori zed for that cardhol der. The codes assignhed to
cardhol ders shall be tailored to reflect their duties and the
m ssion of their organization. The nerchant type codes are
encrypted on the magnetic strip of the card.

2.15. Reactivation: The activation of |IMPAC privileges after
suspensi on

2.16. Reactivation Fee: A per-card fee of $25 assessed to an
ordering office account to reactivate the account(s).

2.17. Servicing Contracting Office: This office is the
contracting office activity responsible for |ocal purchase
support to the ASG including overall managenent of the ASG s
| MPAC Program  RCO Seckenheimis the 6th ASG s servicing

of fice.



2.18. Single Purchase Limt: The maxi num anount authorized by
a del egation of authority fromthe HCA for a single | MPAC
purchase. This limt cannot be exceeded unless a revised

del egation of authority is issued by the HCA to raise the
limt. A "single purchase", however, nmay include nultiple

i tems.

2.19. Statenment of Account (SOA): The SOA is a nonthly
listing of all purchases nade by the cardhol der and al
credits authorized by US Bank.

2.20. Suspension: The process in which an ordering office is
di sal l owed from maki ng purchases with the | MPAC due to
del i nquency or multiple pre-suspension actions.

2.21. US Bank: US Bank is the financial institution under
contract with GSA to provide purchase card services to the
Federal Governnment. The bank maintains all | MPAC accounts,

i ssues cards to card hol ders, sends nmonthly statements to
cardhol ders, approving officials and finance offices; pays
merchants in a tinmely manner and receives rei nbursenent from
t he Defense Finance and Accounting office.

SECTI ON 3: NOM NATI ON OF | MPAC OFFI CI ALS

3. 1. Sel ection criteria:

3.1.1. Any U S. Governnment enployee, mlitary or civilian
including |local nationals, may be selected and appoi nted as an
| MPAC approving official or cardhol der.

3.1.2. The individual selected for appointnment nust have a

m ni mrum of 12 nonths retention in the organization after

conpl etion of the mandatory training.

3.2. Establishnment of | MPAC Account. Nom nation requests
for | MPAC approving official and cardholder will be submtted
on the pre-printed | MPAC application request forns identified
at Attachnents 2 and 3. The pre-printed application request
forms nust identify the follow ng informtion:

3.2.1. Conplete nanes of each nom nated cardhol der and
approving official.

3.2.2. Conplete organi zati onal address to include unit
nunber, office synbol and tel ephone nunber (DSN and civilian
equi valent). Do not identify the comrercial address of the
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organi zation or the individual’s personal post office box
nunber. Sanpl e:

Commander

55t h Postal Conpany

Unit 20230

ATTN: AESG P (card hol der/ approving official nane)
APO AE 09165

3.2.3. Single purchase and nonthly limtations of the
cardhol der and nmerchant type code.

3.2.4. Ofice limtation of the approving official: The

approving official’s office limtation will be the sane as the
cardhol der’s monthly limtation unless nultiple cardhol ders
are supervised by the sane approving official. For nultiple
cardhol ders, the approving official’s office limt wll equa

the total of all his/her cardholder’s nonthly limts. The
office limt may not exceed the amount on bul k fund docunents
(DA Form 3953).

3.2.5. In addition to the nom nation request formfor the
approving official, the request will also include the

foll owi ng docunents: Appointnment of Certifying Oficer
menor andum Certifying Oficer’s Statenent of Agreenent and
signature card (Attachnment 2).

3.2.6. Once the nom nation request with supporting
docunment ati on has been properly conpl eted, the nom nating
official will sign and forward the nom nati on packet to the
Directorate of Resource Managenent (DRM). The DRM wi | |
review the nonetary limtations identified in the nom nation
request, annotate the Master Accounting Classification Code
(fund cite) and sign the request prior to subnm ssion to CDR
6t h ASG, ATTN. AESG AMSO, CMR 423, APO AE 09107.

3.2.7. The AMSO will review the nom nation packet for

conpl eteness prior to forwarding to USACCE, Regi onal
Contracting O fice - Seckenheim Unit 29331, Regional | MPAC
Program Coordi nator, ATTN: AEUCC-S, APO AE 09266 for
processing. Nom nation requests submtted directly to the
Contracting Ofice by the requesting activity will be returned
w t hout acti on.

SECTI ON 4: DUTI ES AND RESPONSI BI LI TI ES

4. 1. Unit commanders, directors or staff chiefs will:
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4.1.1. Nom nate | MPAC officials, including approving
officials and card holders in witing.

4.1.2. Ensure IMPAC officials are properly cleared fromtheir
duties and responsibilities prior to their departure by

i ncorporating an | MPAC cl earance requirenent to the cl earance
checklist. The S1 or equivalent of the organization wl
obtain a releasing statenent fromthe cardhol der’s approving
official or first |ine supervisor of the approving official
prior to checking the | MPAC box on the cl earance checkli st.

4.1.3. Enforce Internal Managenent Controls. To assi st
commanders and managers in eval uati ng managenment controls
within their organization, a Management Control Checklist from
USACCE SOP 22 will be used. (See attachnent 4.)

4.1.4. Approve funds on a quarterly or yearly basis using a
Purchase, Request and Comm tnent (DA Form 3953).

4.2. Agency Program Coordi nator (APC) w |l :

4.2.1. Serve as primary contact for cardhol ders/approving
officials and as a |iai son between approving officials and the
bank.

4.2.2. Set up new accounts. Verify mailing addresses,
spending controls, reporting, billing |level, accounting code
and ot her relevant data.

4.2.3. Establish and mai ntain agency-w de conmuni cati on.
Devel op and distribute agency program policies/procedures.

4.2.4. Maintain records of each New Account Setup. Forward
t he new account setup information to the bank for processing
or setup electronically using the bank-on-1ine maintenance
system

4.2.5. ldentify 30 day spending limts, single purchase
limts, and which, if any, merchant categories should be

bl ocked.

4.2.6. Assist in resolving billing disputes, unauthorized
card use, card |loss, msplacenent, or theft. Also assist in
normal card usage procedures.

4.2.7. Cancel cards upon enpl oyee term nati on.

10



4.2.8. Provide cardhol der and approvi ng/ designated billing
official training as required in AFARS 13.9004.

4.2.9. lIssue letters of appointnment to cardhol ders and
approving officials.

4.3. Approving official (AO wll:

4,.3.1. Reconmmend dollar limts and coordinate with the
Resour ce Manager and the Agency Program Coordi nator for al
hi s/ her cardhol ders. Ensure established |[imts are not
exceeded.

4.3.2. Submt nom nation requests through DRM for review and
concurrence prior to subm ssion to AMSO. Verify cardhol ders
receive training and manual s.

4.3.3. Ensure that cards issued under their authority are
bei ng properly utilized.

4.3.4. Receive, review, and reconcile the nonthly billing
statenent against their cardhol ders' statenments of accounts,
ensuring recei pts and docunentation are in order. Adjust
fundi ng targets as necessary.

4.3.5. Date stanp receipt of the nonthly billing statenment
for pronpt paynent.

4.3.6. Certify the original nonthly billing statenent for
payment, provide original and 3 copies to DRM by the 10th of
each nonth for themto forward to the paying office.

4.3.7. File and maintain original cardhol der statenents of
account and receipts/credit slips along with the billing
statenent for three years.

4.3.8. Be designated as "Certifying Oficial" and authorize
paynment to the bank

4.3.9. Woirk with the paying office and the banks' custoner
service representative to resolve delinquent paynment of
accounts. The DOD Purchase Card Program Managenent Office
payments and del i nquenci es web page

http:// purchasecard. sarda. arny. m |/ paynents. ht m provi des
weekly and nonthly reports on delinquent accounts.

4.3.10. Ensure a DD 57 signature card, has been conpl eted and
forwarded to the paying office.
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4.3.11. Ensure a reconciled cardholder's nonthly statenment of
account is received for each of their cardhol ders.

4.3.12. Conduct an annual review of each cardhol ders' account
for conpliance with policies and procedures governi ng USAREUR
purchase card program A copy of the findings shall be
provided to the APC.

4.3.13. Procure and account for tax exenption forns

(Abwi ckl ungsschein). Obtain fromlocal Patch VAT office, 430-
4061, or from |l ocal vendor, Fornularverlag CW N enmeyer 71263,
Weil der Stadt, G emsweg 17, tel ephone 07033-349940, fax
07033-34842.

4.3.14. Upon term nation of the | MPAC cardhol der’ s or
approving official’s appointnent, notify the AMSO and DRM of
the exact date of term nation and destruction of the | MPAC
credit card.

4.3.15. Request an audit of the approving official’s paynent
records prior to departure or transfer of responsibilities.
The individual conducting the audit will be a disinterested
of fi cer designated by the 6th ASG Adj ut ant.

4.3.16. Determ nes the necessity and purpose of each card.
4.4. The cardholder will:

4.4.1. Maintain card security to prevent unauthorized charges
agai nst the account. Use it to purchase and pay for official
goods and servi ces.

4.4.2. Check required sources of supplies (SSSC ASL at

wwv, stuttgart.arny. ml; GSA Advantage at www. fss. gsa. gov or
DLA EMALL at ww. emal | .dla.m|) before using comrerci al

sour ces.

4.4.3. Obtain a receipt at the point of purchase and verify
it for accuracy. Retain receipts and VISA charge slips,
identify each purchase (see sanple attachnent 1) and keep a
transaction |l og of card purchases. The transaction |og shal

i nclude a runni ng bal ance of available funds. Reconcile
receipts and the transaction log with the cardholder's nonthly
statenent of account.

4.4.4. Call the bank's Customer Service Representative

i medi ately regarding | ost or stolen cards. Notification is
required to protect against fraudul ent charges incurred by
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sonmeone other than the cardholder. Notice shall also be given
to the approving/designated billing official and the APC

4.4.5. Notify the bank's Custoner Service Representative of

any billing discrepancies posted on the nonthly cardhol der
statenent of account that cannot be resolved with the
supplier. These charges will be held in "dispute” until they

are resol ved.

4.4.6. Forward the reconciled statenent of account, a copy of
the transaction |log, and all associated receipts/charge slips
to the approving official for review and payment processing

wi thin 5 cal endar days.

4.4.7. Notify your approving official of any nanme, address,

t el ephone or other account changes. The approving official is
responsi ble for notifying the APC in witing of any account
changes.

4.4.8. Convert foreign currency purchases at the official
budget rate.

4.5. Director, Resource Managenment (DRM wll:

4.5.1. Assign a single line of accounting (fund cite) for
each cardhol der

4.5.3. Use the "bulk fund method" to fund purchase card
accounts.

4.5.4. Generate SF 1081 for foreign currency fluctuation
adj ustnments; submt to Defense and Accounting O fice Europe;
enter obligation into STANFI NS.

4.5.5. Publish year-end close out instructions in conjunction
wi th FI NCOM and USAREUR DCSRM

4.6. Acquisition Management Staff O ficer (AMSO wll:

4.6.1. Be the proponent office within 6th ASG responsible to
advi se and assi st subordinate units and staff elenents on the
| MPAC credit card program

4.6.2. Provide periodic on-site assistance visits to assess
managenent controls and usage of the | MPAC credit card.

4.6.3. Review each nom nation packet for conpl eteness prior

to subm ssion to USACCE, Regional Contracting O fice,
Seckenhei m

13



4.6.4. Coordinate training for subordinate units and staff
el ements of 6th ASG

4.6.5. Provide yearly update of MJ.

SECTI ON 5: PROPERTY ACCOUNTABI LI TY REPORTI NG PROCEDURES
5.1. Gener al .

5.1.1. Supplies, except real property, purchased with the

| MPAC credit card shall be reported to capture demand history
data and account for all property purchased with the | MPAC
card. |IMPAC officials will conply with the foll ow ng
reporting tinme-frane:

5.1.2. Wthin five (5) days after purchase of other than
Class | X Repair Parts, the | MPAC cardhol der shall provide
copi es of | MPAC requests and charge slips of serial nunbered
items to the PBO to screen for property accountability.
Accountability procedures and nethod of identifying
accountability will be determ ned by the PBO as cited by Arny
Regul ations 710-2 and

735-5.

5.1.3. Wthin thirty (30) days after purchase, units
supported by the Unit-Level Logistics Systenms (ULLS-G will
report Class | X purchases to the supporting SSA or SSO by
submtting a demand transaction with a docunent identifier
code of DHA through ULLS to the Standard Arnmy Retail Supply
System - Obj ective (SARSS-O).

5.1.4. Wthin thirty (30) days after purchase, units not
supported by ULLS will report Class | X purchases by providing
alisting to the SSA or SSO that will input the demand
transaction to SARSS- O

SECTI ON 6: ACQUI SI TI ON OF ADP

6.1. GENERAL: Policy and procedures are provided i n USAREUR
Regul ation 25-1 Change 3. If an Information Managenment

Acqui sition Request (IMAR) is required for the itemthen it
MJUST be purchased through a contracting office. The | MAR
request is submtted by the requesting activity through their
| nformati on Management Officer (IMO) to the 52ND Si gnal
Battalion DO M 430-4031, for coordination and approval

6.2. | MPAC PURCHASES. The | MPAC card will be used to
purchase ONLY those resources, which do NOT require an | MAR
| MOs are responsible for ensuring this policy is strictly
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enforced and the | MPAC card is NOT used to purchase an item
requiring | MAR approval. The | MPAC purchases for automation
and conmuni cati on resources will be coordinated with the I MO
and the 6th ASG Automation Steering Commttee, respectively,
to ensure conpliance with conpatibility, specification and
availability issues. The 6th ASG w || periodically require a
review of information managenent | MPAC purchases relative to
the i nformati on managenment funded bul k PR&Cs.

SECTION 7: | MPAC PURCHASES

7.1. PRI CE DETERM NATI ON. The determ nation for reasonabl e
cost can be based on a conparison of the quoted price with
prices found on previous purchases, current price |ist,

catal og, conpetition, advertisenent, simlar item or personal
know edge of the item being purchased. Although this personal
knowl edge reasoning is subjective, the key is to ask oneself
“Would | pay this price if | were spending my own noney?”. |If
the answer to this question is no, then nore work is required
to substantiate the price or seek an alternate source.

7.2. I NTERNET: The use of the Internet to search through
manuf acturers’ catal ogs for off-the-shelf supplies or services
to neet the m ni mum need of the governnent is encouraged.
However, unless the card hol der has secure encryption between
hi s/ her PC and the vendor, it should only be used to check

mar ket prices. The release of the cardholder’s credit card
account number in the Internet network can conprom se the use
of the credit card to unauthorized personnel .

7.3. PURCHASES REQUI RI NG AUTHORI ZATI ON: Requests for the
foll owing services require the | MPAC cardhol der to obtain
approval fromthe appropriate agency prior to nmaking the
purchase (NOTE: The |isted services are provided for
information only and are not all inclusive):

7.3.1. Paid advertisenent - Per DFARS 205.502, appropriate
authority is needed prior to purchase. Coordinate with AMSO
to obtain approval.

7.3.2. Rental/lease of notor vehicles - short and long term
rentals approval required in accordance w th USAREUR Arny
Regul ation 58-1. Contact DOL, 421-2763 for approvals.

7.3.3. Repair Services - Cardholder will contact the
supporting mai ntenance facility to verify the repair is not

al ready covered by an existing maintenance agreenent/contract.
The name of the person contacted will be entered on the

Mont hly Transaction Log. Contact DOL, 421-2279 for approvals.
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7.3.4. Purchase of professional services. Professional
services and those services rendered by persons who are
menbers of a particular profession or possess a special skill.
Coordi nate with AMSO to obtain approval

7.3.5. Prepared neals or drinks. Per GAO Appropriation Law
VOL I, CH 4, 5 (b) p 4-84, under limted circunstances, the
purchase of prepared neals or drinks are only authorized for
certain events (i.e. dignitaries' neals, EO EEO events, PAO
Host Nation events, etc.). Authority is very limted. Contact
DRM or PAO for specific requests.

7.3.6. Training. |If training is required for professiona
devel opment, the DD Form 1556 can list the | MPAC Card nunber
for payment. If the training institution requires it and

especially if a discount is offered for early registration,
the | MPAC card can al so be used for training up to $25,000 in
cost. (e.g. Red Cross cl asses)

7.3.7. Express Shipnments - 150 Ibs or |l ess w no speci al
handl i ng, no security, no hazardous material may be

aut hori zed. Check the | ocal Branch Managenent Control Team
(BMCT), 430-8719 for guidance/custons approval. To obtain the
cheaper WAK contract rates you nust set up a WAX account with
ei ther DHL or FEDEX. DHL POC i s Robert Wei nheinmer, 0171-
3084444, FEDEX POC is M. Helmut Montag 06107-937175.

7.3.8. Hazardous/potentially hazardous materials. Contact DPW
Envi ronment al at 421-2815/0711-72286131 for approvals.

7.3.9. Janitorial Services. Contact DPW 421-2265, for
approval s.

7.3.10. Visual Information, electronic digital imging, video
equi prent and services. Contact DPTMS TASC, 421-2515 for
approval s.

7.3.11. Copying and printing nmust be acconplished through a US
Governnent Printing Office. A local office is the Defense
Automated Printing Service (DAPS) office and you can use your

| MPAC card. For additional information contact DCSIM 370-
8804.

7.4. UNAUTHORI ZED USE OF | MPAC - | MPAC wi Il NOT be used for

7.4.1. Cash Advances.
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7.4.2. Travel related purchases. Use Governnent Travel Card
while on O ficial Travel.

7.4.3. Rentals or |eases of |and or buildings.

7.4.4. Purchase of aviation, diesel or gasoline fuel or oil
for aircraft and notorized vehi cl es.

7.4.5. Repair of l|eased vehicles when the | ease provides for
servi ce/ mai nt enance.

7.4.6. Purchases of tel ecommunications (tel ephone) services.
This includes stored val ue phone cards for use in cell phones.

7.4.7. Purchase of hazardous materials unless DPWgrants
aut hority.

7.4.8. Purchase of janitorial, yard or maintenance services
covered by existing contracts.

7.4.9. Purchases of personal services.
7.4.10. Purchases of classified itens.

7.4.11. Purchases of nedical standard supply items. (including
bandai ds, bandages, etc.) Contact your |ocal nedical supply

of ficer or an USAREUR Medi cal Command |tem Manager at 371-2196
for additional information.

7.4.12. Purchases of printing or copying services provided by
commerci al sources. You nust use DAPS.

SECTI ON 8: RECONCI LI ATI ON AND PAYMENT PROCEDURES
8. 1. Gener al .

8.1.1. Each nonth, the cardhol der and approving official wll
receive the SOA and official invoice for purchases made during
the previous nonth. These docunents are printed and nail ed at
the cl ose of business on the 23rd of each nonth. |If the 23rd
falls on a weekend, it is then printed on the previous Friday.
Usual Iy, the SOA and official invoice are received by the

| MPAC official within 10 days thereafter. Reconciliation of

t hese docunents will be perfornmed in accordance with existing
policies and instructions published by USACCE and US Bank.

8.1.2. If the SOA or official invoice is not received by the
| MPAC of ficial between the 4th and 8th of the nonth, the
i ndi vi dual must call US Bank at the foll ow ng tel ephone
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nunbers to obtain a copy of the m ssing docunent: Cal

collect at 701-461-2020. When placing the call, informthe
custoner service representative that you are an | MPAC offi ci al
and have not received the SOA or official invoice. The
approving official can request copies of the SOA and offici al

i nvoi ce pertaining to his/her account. The cardhol der can
only request copies of his/her SOA. Once you receive a faxed
copy of the docunment, performthe reconciliation and initiate
paynment. The SOA or official invoice will be faxed by US Bank
within 48 hours of tine of the request.

8.1.3. If the cardhol der anticipates being absent from duty
during the time SOA is normally distributed, the cardhol der
shall forward the Monthly Transaction Log and all supporting
docunmentation to the approving official. Upon receipt of the
SOA, the approving official will reconcile the SOA agai nst the
official invoice and if appropriate authorize paynent. The

SOA wi Il be signed when the cardhol der returns to work.

8.1.4. If the approving official anticipates being absent
fromduty during the tinme the official invoice is normally
di stributed, the approving official will forward all | MPAC

docunentation to an alternative approving official to avoid
| ate penalty charges.

8.1.5. Date-stanp the SOA and official invoice. The receipt
date is very inportant and will be used by the Finance and
Accounting O fice personnel to conmpute the required paynment
due date under the Pronpt Paynent Act. Failure by the
approving official to date-stanp the recei pt date on the
official invoice can result in incurring | ate paynent charges.

8.1.6. Once the approving official has reconciled the
cardhol der’s SOA and signed the official invoice, the

approving official will submt the signed official invoice to
DRM DRMw Il forward the docunents with transmttals to DFAS
to ensure an audit trail is maintained. Where discrepancies

exi st between the official invoice and approving official
payment anounts, provide a copy of the cardhol der’s Statenent
of Questioned Itemformto the DRM

8.2. REBATES: During the year, US Bank provi des rebates
based on tinmely paynment as stated on the due date cited on the
official invoice. |IMPAC officials who reconcile the nonthly
transaction docunent, sign the official invoice and paynment

di sbursed prior to its due date are given a rebate in
accordance with US Bank procedures. The rebates are processed
as an appropriation refund and credited to the funding
docunment appropriation. Rebates are accunul ated nonthly but
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di sbursed by US Bank randomly during the year. The cardhol der
and approving officials will take advantage of this offer.

8.3. CASH COLLECTION: Upon receipt of cash for credits given
on | MPAC purchases, the cardholder will conplete the cash

col l ection voucher (DD Form 1131) within two (2) days of
recei pt of the cash. The voucher with five (5) copies will be
submtted to the servicing Finance Disbursing Ofice. A copy
of the authenticated voucher will be kept with the purchase
docunment ation for proof of cash turn-in and a copy provided to
the DRM The conpletion of the voucher is self-explanatory.

SECTI ON 9: RECORD- KEEPI NG

9.1. The approving official will retain all supporting
docunmentation for three (3) years after final paynent to
substantiate all | MPAC purchases and nonthly paynments. The
retention of these records will be maintained in accordance
with Arnmy Regul ation 25-100-2, Record-Keeping System The
file must contain, as a mninmum the follow ng: original bulk
fund docunent, nonthly Statenent of Account with supporting
docunent ati on and copi es of each nonthly invoice.

SECTI ON 10: ON-SI TE ASSI STANCE VI SI TS

10.1. The AMSO wi || provide on-site assistance visits to al
| MPAC officials within 6th ASG  The visits will be perfornmed
at | east once a year and will be based on the Managenent

Control Checklist found in USACCE SOP 22. Initial visits wll
occur 6 months after issuance of the card. On-site assistance
visit results will be maintained on file for 3 years.
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DESCRI PTI ON OF
SUPPLI ES/ SERVI CES

UNI T PRI CE | TOTAL PRI CE

PQOC:

TOTAL COST:

TELEPHONE:

SOURCE/ VENDOR:

CUSTOVER AUTHORI TY:
(Reg)

SI GN CDR OR DESI GN. REP.

LOCAL PURCHASE APPROVI NG AUTHORI TY

APPROVED/ DI SAPPROVED:

Dat e

Type Nanme and Si gnature

| MPAC APPROVI NG OFFI CI AL

APPROVED/ DI SAPPROVED:

Dat e

Type Name and Si gnature

| MPAC CARDHOLDER OFFI CI AL

REMARKS:

| MPAC ORDER NUMBER:
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